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Froeurement Subcommitbes of the Adviscry Committee

on
Foreign langrage Publieations

DRAPT OF FOREIGN SERVICE HANUAL ON

PUBLICATIONG FROCUREMENE

{

oh3. Publications Procurement Program

9l3.1 QENERAL DESCRIPTION

943021 Need for Published Materials

91," 3 0
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The Depariment and the intelligence agencices of the
Government bBave a constant need for a large volume of
publications for use in intelligense research programs.

A large proportion of the information requived for iniel-
ligence research is supplied by overt published materials,
which frequently serve to fill a lacuna in, or Lo chesk
upon, classified information. To a large extont, the ipw
formation upon which the National Intglligence Suxveys

are based iB derived from overt publiSations, and a eoi
tinning £low of durrent materials is esseatial to their
maintenance (LFSH 916,3). Foreign publications from their
area of intevest, morsover, are sefential to the seographie
desks of the Departmendt; and vhe Comprehensive Eecnomis Ree
porting Program has plsced a further emphasis uvpon the use .
of foreign pudlications in the field of economis research
end analysis. Aside from these needs; the Hepsviment is
elzo responsivle for agsisting other Federal agencles in
the acqeisition of foreign publications through the wedium

cof the Foredgn Service,

Participating Agencies

_ hgencies participating in the publieaticn procuvement
program, in addition to the Department, ave: the Ceontral
Intslligence Ageney: the Fational Becurily Agewney; the
Avomia Energy Commission; the Forelgn Operations Agensy}

the U.8. Information Agency; the Libwaxy of (ongréss; the

Depariment ¢f tho Treasury; the Départwéit «f Leiltee: the

FE0=lk] _
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Depariment of Justice; the Departnent of the Interici
the Department of Agvicuilorei the Department of Com=
weroe: the Depariment of Lubos; the Depariment of Healih,
Education and Wellpre; the Federal Reserve Boards and
xhe U.S. Tariff Commission.

oh3.13 Coordination in Weshingbonm

The responsibility fer eoordinating e progiam 10
jashiington is assigned %o "ho Office of Ldbraries and
intelligence Acguisition {0iL1), waieh forms pari ol the
intelligence area of the Leoartment and which acus io
close conjunction with the Oftine of Inbelligence He-
ssarch (OIR). The requirem=nis of whe Department zug
of ihe Federal agencies parbicipating in the publizations
procurement program ars submitted to this office, whelR
they are ceordinated prior to tpansmission %o the Tield.
and are subjected io operational and fiscal controls.

The Cifice of Libraries and Intelligence Acquisition is
responsible for thz distribution of materials yecelived

in the Department from the field, in sceordsnce wilh the
special and standing requirerents of participating Federal
semncies, This ofiice ie akeo responsible for asseubling
and forwarding to the field official U.S. Governmen®:
sations which have been fagueated Ly Foreign SeXlvl
sransmission o forslgn neies, whenever such & ;
A1) Facilitate the acquisziion of publications for e
Degartment and other Foderal agenciss.

oi1.2 General Responsibilities of Foraign Service Poshs

$h3.21  Erogurement acd Reportiag

Foreign bService posts shall assish the Peparinenb
and other Federal agencies to meei their neads for
forelign publicaticns. Poey shall also take action vpon
receiph of specific reqguests from the Department. Funds
for the purchase of publications, where these are not
available gratis, sre estzblished in the Department foF
uze by Foreign Service posis under F8u, Chapter V-25,
Note 8 (b) and FS#, Chaptwr V-h5. Forsign Dervice posts
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shall report %o the Department upon the availability

of publications, if thers is a possibility that these
may not have come to the Departosmt e attention, and
shall also report in cases wheie publications requestad
by the Departmen$ cannot be obtained.

943,22 Negotiation gnd Implementation of Exchange Agreements

Foreign Service posts shall repert to the Department
requssis made by forsign agencies fop officisl United
States publications, in order that such requests may be
referred to appropriate Federai agencies in Washington.
Where the proposed exchange of publications is acgeph-
able, the Department will advise the post as to the man-
ner in whish the exchange is to be carried out, The
Department will also initiate exchange programs by fop-
warding to the field instructions to approach foraign
agencies with proposals for an exchange of publications
wWith a Washington agency. Where it appears desirable,
the Depariment will furnish its own serial and monographis
publications to Foreign Service posts for use in imple-
menting exchahge agreemenis. Foreign Service poste shall
further these exchange agreements by receiving publica-
tions from foraign agensies for transmission to the Depart- .
ment, and also by'forwarding to foreign agencies publications
sent to the post through the Department,

9L3.23 Coordination and Guidance in the Pield

 The principal officer at each Foreign Service post
shall be responsible in his area for control of the
publieations procurement prograr, and shall sec that
Svery possible effort is made %o meat the needs of Federal
agencies for published materials. He shall coordinate
the program in his area in accordances with 4 FoM 923,

9h3.3 Asgignment and Responsibilities of Publication Proturemsny Offisers

BEmman st S

94331 Assignments of Publications Procurement Officers,

Publications Procurement Officers will be assigned
upon a regional basis to those Foreign Service posts where
the Depariment recognizes thal published materiale of

I Sy
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significance to the intelligence effori exist in suffi-
cient quantity to make necessary the assignmen’ of such

an officer, or where publications of interest to Federal
agencies are not readily obtainable through gommeraial
channels. These officers will be qualified by training,
language qualifications and experience to asgume the Ie=
sponaibilities of publications procursment upon a regional
basis. For administrative purpoges they will be assigned
for residence al the post where it is anticipated that
the greater part of their activities will be centered, and
will form part of the Political Bection at the posi. A%
Foreign Service posis where published maberiale are oot
available in sufficiant quantity to make the appointment
of a full-time Publications Procurement O{ficer necessary,
an officer at the post, with the concurrence of the Chief
of Miapion, shall be designated for publications procure-
msnt on a part~time basis. This officer will act upon
specific requasts from the Depariment; and will also be
responsible for initiating action toward securing publi-
cations of intelligence value; and for reporting %to the
Department upon all matiers relating to publications in
the area of his assignment. At posts where thers is no
geographic attache, or where a regional geographic atiache
can pay only occasional visits, the Publications Procure-
ment Officer shall assume the responsibility of transmit-
ting maps to the Depariment, and of foxwarding te foreign
agencies in his ‘area maps sent by the Department for ex-
change DPUTrposetc

Supervision, Birection and Coordination

Professional supervision of the work of Publications
Procurement Officers shall be provided by the Departmentis
Office of Libraries and Intelligence Acquisition {(0LI).
For administrative purposes, however, they shall bs re-
sponsible to the officer in charge of the foreign service
post which has been designated as their residence poste
Bhen visiting other posts within the area of their regional
assigomant they shall report %o the principal officer upon
arrival, and wpon their departure shell advise him upon
their activities while at the post; leaving a written re-
port of their activites whenever the officer in charge 8o

PEG-D- 7
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desires. A% all times, both at their residsnce posis and
at regional posts, they shall work in close contact with
other officers at the post, including the armed services
attaches, and when visilting regilonal poste shall) consult
with these officers respecting persons and instituticns
which they msy plan to wisii,

Duties and Responaibilities of Publications Procurement
OfTicers, * '

Under the general administrative supervision of the
officer in charge, the Publications Procurement Officer
shall assume responsibility for all matters pertaining to
the procurement of publications, whether by purchase, ex-
change or gift,  His duties shall include the following:

8. Purchase books, pamphlets, ephemera and
other publieations as directed by the Department;
and; &t his own initistive within broad general in-
structions, purchase for the Depariment and other
Federal agencies published materials applicable to
their field of interest.

b. Submit tc the Department and to other
Federsl agencies sample copies of new periocdicals
and newspapers which may appear within the area of
his sasignment; and enter and renesw subacriptions
as direcied by the Department.

C. Explore and report to the Department op-
portunities for exchanges of publications; when
these have been approved, transmit to Washington
from his post materials supplied by foreign agencies,
and forward to foreign agencies exchange materials
received from the Department and other agencies of
the FPederal government.

d. Take steps to assure that he will receive
publications which foreign governmeni agencies,
national and international congresses, universities,

PSCeD:=T7
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learned and profeseional societies, and business,
Jabor veterans and othsr specialized Zroups may
be disposed o furnish without charge.,

e, In pursuing (¢) and (d) above, masintain
friendly persopal contacts, through visite apd cope
respondence, with foreign government officials,
and with hesds of universities, libraries, profes.-
sional sccieties, research institutions end octher
agencies, as well as with publishers and book
dealers,

f. Maintain such records, including finencial
records, as may be necessary to assure a contimuiing
flow of published materials to the Department and
other Federal agencies,

g€ JServe as ths focal point for the acquisition
of publications for the official use of officers at
hie post of assigoment.,

h, PFurther exchanges of meps and transmit maps
to Washington and to foreign agencies at his post,
in cases where there ie no geographie attache to ss-
sume thogz functions,

i. Report as follows to the Department monthly
through the officer in charge.

1. 8tatus of allotments for the purchase
of publicationg: ‘

(a) Appropristion, allotment and
obligation numbers of funds authorized
for expenditure on behalf of Paderal agencies,

(b) Department’s authorization,
(c) ‘Originai allotment amount.
9 March 1954
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{ad) Amount obligated during month.
{@) Month-end balanpce.

2o Activities:

- (8) Total number of items forwarded
to Washington, broken down into th2 foilow-
ing categories: books and pamphlais;
periddicals and pewspapers (issuss); maps
(where applicable).

{b) MNumber of items received from
washington and forwarded to foreign
agenulesp indicated ag in (b) azbove,

{c) Mumber of items procured fox
obher officers at the post, indicated as
in (b) abovse,

(é¢) Trips made, indicating dates,
itineraries, purposes and briefl summary
of agcomplishwenta.

(e} List of sxchange agraemsniy
negotisted during month, indizating both
U.8. land fereign agencics involved.

3. Brief comma:ntes az Lo general problems
in cariying oul agsignad programs

Trave;iof Pulilications Procurement Officers

DH‘IJ watiqxw Procurement Officers sha
Hpon ]‘0””1 0&; Jers within their assigned am
local %ravel being based upon 1n$truct’mpﬂ iz
e qu&r*m@ﬂwn o as required by their own daci-
Gion aB to priorify intersste. Aud hatlﬂatl)qa
Lo ‘ravel outsidce their assigned ateas will
nermelly be issus by the Departmens for ailends-
ing copferences wiith Deparitment offxcmrﬂ gl
other Publication I%rocurement Officers, ox rov
other 4 ATPOSes a8 Iaay be designated b) the
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Departmens, Proposed travel %o other aveas of the Publi-
eavions Procurement Officer?s regional assigmmen® shall

be reported to the Department well in advance of indviating
such travel, in order thet neede firom these areas may be
ascessed and coordinated by ths Department, and instruvetions
transmitted to the field,

9h3.h  Kinds of Publications Required

The foreign publications needed by the Depariment and hy
other Federal agencies fall primarily within the broad catagories
of political, economic, spciological, psychological and sclenti—
fic affairs, The following are the more specific ¢lasses of
publioations which are of perticular interesis

a. Publieations, intcluding posters, handbills and otber
ephemera, issued in connection with political affseirs re--
gardleas of bias, including the publications of emigrs,
student, labor; religious, veterans and other groupe ea-
gaging in political attivities. =

bo Bilographical publications; Who's Who; official direc-
tories; foreign office; diplomatic and consular lists;

soclal registers; telephone directoriss; city directories;
membership lists of lsarmed and professional societies;
universily and prefessional school catalogues listing
faculty members; and other publications from which bicgraphi-
cal information mgy be derived, ‘

cc Compilations of treaties, agrcemenis, and conventions;
protocols; constitutions and proceedings of constituent
assemblies; laws and legislative and Judicial prozsedings.

do  Reporte of official commissions and boards, and of
national and interpational congresses and conferences,

2, Reports and other publications of bankse, chambers of
commerce, indusirisl companies, and of labar, Cooperative,
farm and other ecanomic groupe wherever these are no% in-
cluded in the Comprehensive Bconomie Reporting Program,

POG-D=T
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. on communications, transportstion and
nob ipciude? in the Comprehensive
Snge Program: reports and olhes oublies-
phors, telegraph, gas and elsctris Tompantes
5 uf;publicwwowzsw havhaor TODWLSSIONWTE

. innioners, highway and bBridgs consiruetion

£, Pubil
public phil
Economic
Shond of
LommLan
Wales

)

> an railread opeiations, Tivil aviation

) SR R .

g- Hvalistical compilations nob formung pari of the
Compyr 2 Legnomie Beporting Program, on population
trande, sublic health, commerds) indusivied agirricultural
and mineral pfeﬂuemiong,ﬁammadity amd monetary exchangs

statisgtios,

H

he Official and unoffigial yearbooks ano almapacs.

¥ 3 N s - :
wiographical 1ists end cataldgues of official ang

Lo Bl
t1al publications,

unefTis

O
ERE:)
3~ Reference works and basic books in the [Gelds of poli-
bies, forsign afigira, evonomics and sociology, imcluding

dictionarizs and pational sncyclepedias,

. : H 4 . e
By  Eelentific angd- technplegical publications ineluding
research and indugtrial application; publicatiocns indioate
- ing the degres of scilentifie atiaiomens within a conatry;
provizions for so entific education and trainiog; seladion-
8hips of a couniyy with other couniries in ssientifie and
C%echnological watterg, .- ..

s W F
*

e e 4

R

¢

©Ls  Periodical 3 H@W$€EDQT5gAlHEIudng official gazettes,

h o]
)
u

neibilitios igr Prgsgraﬁicn
: Yolundary Yeports og the sybjects listed in this
teebtion shall oraiparily be made only at posts where a
“ublications Procypement, Officer is stationed. If, now=
ever, the Depavrtment finds itgelsf. in need of information
Teppeating certain foreign publications necossary to the
yintelligence program, requasts shall be made of other
~iForeign Service pogts to upﬂgy the
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953,52 Reports_on Foreign Fublications

In crdsr to prévide the Depariment and other Federal
agencies with camprehensive continuing information with

respect to foreign publications, reports shall be sub-
mitted by Publications Procurement Officers periodically
on the following subjects:

4. Appearance of new periodicals and newspapers,
submitting sample copies and indicating the follow-
ing informations

Title

Pericdicity

eope

History

Editor
Publisher

Address
Subseription Price
Remarks

b, Availability of publications recently issued or
about to appear, particularly of a speeialized or
comprehensive nature, for whioh authorization to
purchase is desired from agencies not maintaining
deposit scsounts with the Department.

©o Avallability, within the area of his assignment,,

of publications from Soviet-bloc countries, or of
opporiunities {0 miorofilm Buch materials,

~do - Availability of collections of background materials
in spescialized fislds (medicine, law, science, agri-
culture, propeganda materials or other subjects ).
€. Availability of photographs and collections of
photographs for the Photographic eolleciion program
(4 7su 942,31, 942.2).

£o Evaluation and description of the besst published
Sources available for caritain subject fields,

PSC=D--7
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93,53 g§rt on Foreign Publishing Agencies and Commercial

t etﬁo

In order that the Department and other Federal agencies
may be informed as to publishing programs of foreign
countries, both official and unofficial, Publications Pro-
curement Officers shall submit reports on the following
subjects periodically when warranied by significant devel-~
opmentss

&. Commercial publishing companies; their history;
key persons; relative importance in the losal publish-
ing field; types of publications issued; size of
editions; liste or catalogues of publications issuad.

b, Book shops and other commercial outlsis; history;

key persons; size and nature of their stock; subject

fields; availability of imported published materialag
- particularly from Soviet bloc countries.

¢. Library collections, particularly libraries of
universiiies; resesrch foundations, learned and pro-
feesional societies and official agencies; nature of
their collections if outstanding with respect to books,
pamphlets, periodicals, newspapers, photographs or
other materials; subject fields embraced in their col-
lections; general time span of newspapsr and periodi-
cal collections; possibilities of reproduction by
microfilm and photostat.

d. COfficial government agencies; history; key psrsons;
new appointments or functlons; output of published
materials; significant projects contemplated or in
progress involving publishing activities ( a national
censusy orgaplzing 6f a naticnal or international con-
grees; urban or rurel property surveys; national high-
¥ay, railroad or harbor surveys, and other topice of
signifiocance).

9hi3.6 Procurement of Publications
943,61 Sources

Publications may be obitained from book shops; commer-
cial publishing companies, offieial foreign government

PSC=D~7
9 March 1954
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agencies, universities, unofficial sotieties zod
foundations, research institutions, and other sources
1gsuing publications falling within the Calegories
outlined in L FSM 943.k. ' '

943,62 Mumber of Copies Required

Tha muber of copies required of a given publication
will be determined by ite subject field. It is to be
anticipated that in many cases the same publication will
be of interest to a large number of Federal agencieS.

9h3e63 HExchange of Publicatipns

9l 3,60

Exchange of publications will be arranged principally
1 situations where the Publications Procurement OfTicer
is concerned with seouring publications not otherwise
readily available, which are issued by official foreign
agencies, wniversities, research foundations, learned
societies and oiher groups which are interested in exchangs
as a means of increasing their library collections,

Purchase of Publicatione

8o Allotments of fundd for the purchase of publica-
tions will Be rade to posts whore a Publications Procursment
Officer is assigned, or where a pari~time Publications Fro-
curement Offiocer has been designateds These sllotmenis
shall be mace by the Departmsnt in iLs own behall; or aci~
ing in behalf of other Federsl agencies which maintain
deposit accounts with the Depariment. Such allotments
ghall be administered in accordence with Forelgn Service
regulations. ¥hen funds have not been made available bo
a Foreign Service Post, or are iusufficient for purchasing
desired pvblications, the Deperiment shell be notified by
an opsrations memorandumy subject: . FOREIGH PUBLICATIONS .

93,7 Trapsmission of Publigetions snd Other Information to the Department

Sh3.71

A1l operational communidcations relating Yo the puge
chase or exchange of publications, and to sdaministrative
details concerning publications procurement, shall be seni
to the Department by opexstions memoranda, subjects FOREIGE -
PUBLICATIONS ‘ '

PSGDe?
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943,72 Irgosmispion of Reports

Reporta including the information prescribed in
L Fum 943,33 {4); 9h3.3L, and 943,51 shall be transmitied
to the Departaent via reproduible despateh,

943,73 Irapsmission of .Watiogg

Transmisaion of publications to the Deparitment shall
be by surface poush, unless aiv pouch, commercial air mail
or other manner of shipment has been prescribed by the
Departmnent. Publications shall ordinarily be transmitied
ungder cover of an operatlons memorendum, subject: FOKEION

PUBLICATIONS
«13-
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